
JOB / SELECTION DESCRIPTION 
 

Position Title: Warehouse Lead  
 
Supervisor’s Title: Warehouse Team Leader  
 
Department:  14     
 
Status:  Hourly (Non-Exempt) Date Written / Revised:  2/18/03 
 
Hours:   Days 7am – 7pm, Nights 7pm – 7am (3 on 2 off, 2 on 3 off)   
 

BASIC FUNCTION 
To organize and coordinate the operation of a warehouse shift.  To operate a 
forklift safely and efficiently while transporting finished goods to the warehouse, 
transporting finished goods to and from trailers, and moving raw materials, parts, 
etc. as required. 
 
ESSENTIAL FUNCTIONS 
1. Must be able to operate a forklift in accordance with Constar forklift operating 

policies. 
2. Must operate forklift safely, quality conscientiously, and with regard to 

pedestrians and other lifts, in open and tight areas. 
3. Load finished goods onto trailers, causing zero damages, following all 

procedures. 
4. Must load and unload materials as required. 
5. Must perform all required checks when loading trucks or trailers. 
6. Must be able to keep accurate paperwork and submit all required paperwork 

to the proper authority. 
7. Must maintain daily history of forklift equipment. 
8. Must maintain organized facilities including the placement of all materials in 

designated locations, including maintaining cleanliness of warehouse and 
designated plant areas. 

9. Must take physical inventories as directed. 
10. Must be able to utilize the supplied computer system to perform certain job 

duties. 
11. Supervision and accountability over all material handlers including the 

administration of the progressive disciplinary program consistent with Constar 
policies. 

12. Must have in-depth knowledge of policies related to safety, GMP, WCP, and 
all applicable supervisory guidelines. 

13. Must communicate with customers and transportation vendors when 
circumstances require. 

14. Must direct the completion of customer order changes. 
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PRODUCTION STANDARDS 
Perform assigned tasks in a timely, efficient, and safe manner.  Some days will 
need to be lengthened in order to complete required tasks.   
 
WORKING CONDITIONS 
Work in areas with high voltages, extreme temperature ranges (depending on the 
season), moving machinery, pressurized fluid systems, confined spaces, dusty 
areas, and high places.  Work with product in tight locations as well as stack 
product in high places. 

 
 

QUALIFICATIONS 
 
Education/Experience 
Any combination of education and experience, which would provide the 
necessary skills and knowledge, would be qualifying.  Employee must have 
experience with operating forklifts.   A typical example might be a high school 
graduate with at least 3-4 years of experience in a warehouse environment.  
Supervisory experience in a warehouse environment is also preferable. 

 
Skill/Knowledge Requirements 
Must be able to comprehend and carry out oral and written instructions in 
English.  Must be able to write standardized operating procedures.  Must have 
knowledge of forklift equipment, and safety standards.  Must be functional in 
computer use.  Must possess strong delegation and follow-up skills. 
 
Physical Requirements 
Must be able to sit or stand for all working hours of the day.  Must have full range 
of motion to stoop, bend, reach, twist, climb, and lift, while carrying heavy 
objects.  Must be able to perform repeated duties with a full range of motion, 
under load.  

 
Mental Requirements 
Must be able to work independently as well as with others.  Must be able to keep 
track of multiple tasks in a hectic environment.  Must be able to analyze problems 
and suggest effective solutions. Must have interpersonal communication skills at 
a level to maintain or promote good morale and teamwork with customers, 
superiors, peers, and subordinates.  Must be able to maintain a high level of 
attention to detail. 
 
Special Characteristics or Licenses 
Must be clean with good hygiene habits.  Interpersonal skills must be at a level to 
maintain good working relationships with all aspects of the business.  Must be 
able to work in a clean, safe, efficient, and organized manner.  Must be able to 
work overtime, including weekends and holidays, as required. 
 



Personal Protective Equipment 
Sturdy, non-slip, leather, work shoes are required.  Eye protection and hearing 
protection are required in all non-office areas at all times.  Certain jobs, and 
areas of the facility, may require specialized gloves, face shields, and/or 
protective clothing.  This is not all-inclusive to certain tasks as they arise. 
 
Career Ladder 
If qualified and interested, employee will be considered for all promotions. 
 
 

THIS JOB SPECIFICATION SHOULD NOT BE CONSTRUED TO IMPLY THAT THESE REQUIREMENTS 
ARE THE EXCLUSIVE STANDARDS OF THE POSITION.  INCUMBENTS WILL FOLLOW ANY OTHER 
INSTRUCTIONS, AND PERFORM ANY OTHER RELATED DUTIES, AS MAY BE REQUIRED BY THEIR 
MANAGER OR SUPERVISOR. 
 
THIS IS TO ACKNOWLEDGE THAT I HAVE READ OR BEEN INFORMED AND UNDERSTAND THE JOB / 
SELECTION DESCRIPTION FOR THE POSITION OF WAREHOUSE LEAD.   
 
TO THE BEST OF MY KNOWLEDGE, I HAVE THE QUALIFICATIONS AND CAPABILITIES TO PERFORM 
THE ESSENTIAL FUNCTIONS OF THIS POSITION WITH OR WITHOUT REASONABLE 
ACCOMMODATION.  I WOULD LIKE TO BE CONSIDERED AS AN APPLICANT. 
 
 
 
_______________________________  APPROVED BY: 
APPLICANT NAME 
 
_______________________________  ________________________________ 
SIGNATURE      SUPERVISOR   DATE 
 
_______________________________  ________________________________ 
DATE       MANAGER    DATE 
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